Semester Start off

Friday, April 08, 2011
12:35 PM

Welcome back faculty! We hope you are savoring your last days of
vacation. As Monday looms, we wanted to share some tools with you
to get your semester off to a perfect start:

1. D2L Pre-Semester Checklist (this has been revised and worth a look!) 0 Print out for your
convenience
http://www.roch.edu/dept/et/PDFS/D2L %20PRE%20checklist.pdf

2. A Printable Handout for your students  addressing log -ins and where to go for help - Print out
for your studentdés convenience
http://www.roch.edu/dept/et/PDFS/RCTC%20%20L0gin%20Instructions.pdf

3. An article on using Discussions in the online classroom by someone who6s b
http://www.roch.edu/dept/et/PDES/UsingDiscussions.pdf

4. A newly completed learning module created by Pam Whitfield (RCTC instructor) used to
introduce her course policies to her online students 0 Come see us to learn how this is
done! Thanks for sharing Pam!
http://www.roch.edu/dept/et/articulate/whitfield/This%20Course/player.html (Please use
Firefox or IE to view this)

We have some new plans to connect with you this semester. We look forward to helping you

with your technology needs.
Our contact information remains:

507-285-7173
Etech.help@rctc.edu

Missy Hagen
Guy Hamernik
Craig Narveson
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Snipsnip, extend quiz,

Monday, January 24, 201
9:26 AM

January 18

. « 4)

3]

;g\? SINCE You ASKED.....

In our efforts to do more with less (or simply be more efficient at what we do) o we will be
sending a weekly email dedicated to questions faculty or staff ask of us, or have us research
about; in hopes that more than one of you will benefit from the answer. Here are a few topics

we covered last week:

| have a great youtube video dbatdisl
15 minutes long & and my point is really made with only 15 seconds

of it. Is there a way to just show a small portion of a youtube and

post it on my D2L site?

We love learning new things too!  This one has an answer at the site:  http://snipsnip.it/

Very simple to use, you just enter the url of the you -tube video 9 and then the start/end time
youo6d | i ke Thiesitpwillcieaenatnew embed code for you that will allow only the

portion you select to be played. Easily pasted intoabhaLds ht mli c
here! http://screenr.com/PLz _ This item will be archived in our blog: _ http://rctcet.blogspot.com

How do | extend/alter the time allowed to take a quiz for just 1
student in D2L?

http://screenr.com/ALz - 2 minute movie shows you how. (This movie will be archived on ed
t echdos wlth/dvwi.rech.edu/dept/et )

| 6m | ooking for good, reliable res
doing research as well as places to look for myself 0 Suggestions?
http://www.roch.edu/dept/et/articles/databases.pdf - This article lists 5 Educational Web

Resources for you to check out  (and is archived on our website as well)
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TECHNOLBEGY

Missy Hagen & Guy Hamernik o Craig Narveson

Since You Asked Page 3



Download quiz from D2L, Reversing email deleting order, Ebo

organizer

Monday, January 24, 201:
9:24 AM

Subject | Since You Asked....
. From . Missy Hagen
To | RcTall
. Sent . Monday, January 24, 2011 9:24 AP

.‘.l'

'9 SINCE You ASKED.....
2

From our files |

| have a quiz in my online class that | would like to give to my day clésshere
an easy way to download a quiz file from D2L?

You can use Respondus to retrieve the quiz from D2L, and then Respondus will createx filehof
the quiz.

Here is a short video that will show how this is done:
http://screenr.com/FDE

When | open up emailg | start from the oldest (at the bottom) and want to
Y2 @3S adzL) G 2 Howkdr, aftess deleting ahn Snvadl am presented
GAOGK GKS SYIF At &dzy RSNY S| ot éan becKahge Kis
setting to work in the opposite way?

Go to Options: Preferences, then choose Email Options under mailz { F2 NJ a! Fi SN
Fy 2Ly AG0SYé YR [R2dzald | a é&2dz tA]1So®

T S probably want to see it first to make

i Delegates | Mad Ant-Vrus | A Spam
Frefeerces MalSenp | msiformat | speing | ot

5 Change: the sppearance of messages and She way they are handed.
—J Jurk E-mad.... | E-mad Cptons...

N 4
| | Calendar
| E-rnail Options ¥l =
il jj Customize the appearance of the
o Defaidt remrcier: 15 mrarwstes Megiace handireg

N | Tags _-I After moving o deleting an cpen item; | open the previcus ibem. | |
il ) o .~ "I

LQY f221Ay3 F2NI I G22f G2 2NAIFYyATS
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convert one format into another.(l have a book | found on the web that Q R
to put on my Kindle) Can you recommend a free program to do this?

With the increased popularity ofleooks, portable reader sales are skyrocketing. Some students anc
faculty members are no longer carrying a backpack full of heavy textbooks, but instead opt for a
portable reader such as a NOOK or an iPad filled with their classroom data. It will not be long thou
GKSY |y AYRAGARIZ f Qa RA 3babksfGive GabbMela My Thi¥ fre@ Widddv
based software can help you organize all yotnoek media and customize the look and feel of the bo
for easier reference, all with an intuitive interface. The real power of Calibre is that it allows you to
change the file type of the-book to correspond with the reader file requirements of your portable
device. You may then use the upload feature which allows you to easily send the book to your reau
.Sad 2F Ltttz AGQa FTNBSo

For a brief movie on how it works, as well as a link for the free download, navigate técalibre-
ebook.com/
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Youtube ripper, closed captioning, intelligent agents

Monday, January 31, 201!
3:08 PM

Subject | Since you Asked....and OPEN LAB! (this week lab includes product de
' From ' Missy Hagen '
| To RCTal
' Sent ' Monday, January 31, 2011 3:08 PM

:_’-,
i

L2 SINGE YoU ASKDD....

on ETEN

***REMINDER!***d We will have open lab tomorrow (Tuesday) from 2:00 03:00in GL

132. We had great participation last week. Please send us an email if you have a
specific topic yowWedv d ilkaed toone orveequest for
count on that being covered. Come early (1:00) and see a demonstration on some

Mimeo DI’OdUCtSthat aid in turning your whiteboard into interactive media.

From | ast we e k ¢

How can | save youtube -like videos to my hard drive? If | simply link

to them in my D2L site, or a presentation,

| 6m worried they wil Il &ddi slaipkpee atro -&ho:
plan.

Youtube Downloader from BienneSoft is a nice intuitive tool for downloading and
saving clips from TeacherTube, YouTube, and other video sites. Simply launch the
program, type the URL of the tube site that the video is held, choose your quality, and
choose the place you want to save it, and Voila! In a matter of minutes (in most cases,)

itds on your hard drive. This program can al
portable wireless devices.  Before you begin to convert files, make sure you have the
right to download the c¢clips youdre saving b

of the video provider.

To find out more about this software or to download it for free, navigate your browser to
http://youtubedownload.altervista.org/

As with all material you use in your <cl asse
copyrights.
(< =

Wekcoms to YouTube Downlosded _Melp v |

o e tubedoranioad alervizta 09

Downkoad yoes favorte videos hom YouTube and gther s2es
Convert them to play on pout favoote devace [PC, Pod, phone. elc.)
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S

Wekcome to YouTube Dowrloadad Help ~ |
o e bubedorwnioad alervizta 09

Download pour favorte videos om YouTube and giher stes
Convert them to play on your [avoote device (PC, Pod, phone. elc. )

What do you want 1o do?

(5) Dowrdoad a vadeo hom YouT ube of cther video ste
() Corvent of play a video you have skeady dowriosded

Enter the URL of the video you want 10 download (e g hitp://pontube. comiwatch vsI5)28 )

PRI Py oe St w o SRervisn gegl PO;!Q

Select the dowrload qualty (YouT ube only)

Your delauk download location is
CA\Docusmerts and Settrgs\ghamed\My Documents

.

Download

Is there a way to incorporate closed captioning to my you

videos?

YouTube has built in captioning capability for videos that

sample:

-tube

YOU upload. Check out our

http://www.youtube.com/watch?v=S98zm4v4fn0

&feature=player_profilepage

Search Browse  Uplcad

(11 Tube)

My:Videos % Playiliets aortes | My Chany a0 Ed Subsenptions meght  Messages  Account Seftings
UptoaGes Videos »
missy hagen caption

) Y Sex AOIoSaap Annctatons m View On Waea page »

missy hagen caption dd New Captions or Transcript

» = Féo

Browse..
oo

& Cagton Me (030005 B CODE)
Teaoa cript Me (ENGHSN only) (*Seta")
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This Is a video 10 demonstrale the capabiiles

of You Tube caption. As | understand it

-

ideo is public.

P HAdIn v Shae Emeee W 16 ven
*gen - ( %
3gen's webcam woeo January 26 2011. 0408 PN

ey\PCmdS i

Yronscript

What is an Intelligent Agent in D2L and how can | use it in my online
class?

The Intelligent Agent tool in D2L can be used in a variety of ways to both recognize

student achievement and warn of potential problems. It can be set up to monitor login

activity or act on release conditions.

Watch this video for an example of how to create and run an Intelligent Agent.

http://screenr.com/uNY

An Intelligent Agent can be used as an early alert system for students and can also be

a good way to remind students of available resources.

A couple things to remember about Intelligent Agents:

1. Intelligent Agents only monitors logins to D2L, it does not monitor access to an
individual class.
2. Intelligent Agents do not run due to inactivity. For example, there is currently no

option to trigger the Intelligent Agent to email a student because they have not
taken a quiz/submitted an assignment. (note: check the tip #3 below for a
workaround)

Intelligent Agent Tip #1:

In the email, either cc or bce yourself so that you get copied on the emails to the

students and can see which students receive the email.

Intelligent Agent Tip #2:

You wi ||l most | ikely want to include a 0Do

message. The emails to the students all come from: RCTC D2L Support

[craig.narveson@roch.edu]. Wi t hout a o6Do Not Replyd mess

send their questions/responses to the proper place.

Exampl es of o0Do Not Re

***This email has been automatically generated. PLEASE DO NOT RESPOND TO THIS

EMAIL. Please email your instructor at  joe.faculty@roch.edu if you have any questions

or comments.***

"This is an email from Joe Faculty in your {OrgUnitName} class. Please contact Joe

Faculty at joe.faculty@roch.edu ."

(In this example {OrgUnitName} will display as the name of the class)

Intelligent Agent Tip #3:

There is not a release condition for things that students did NOT do. There is a feature

request for that function, but it has not been implemented yet.

Here is a workaround for this situation:
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Put in a zero in the gradebook for each student who did not submit a quiz, and then set
a release condition on the grade item in the Intelligent Agent

Since You Asked Page 9



Skyping, Recording Skype, Exporting Quizzes, and Audio Con
Tuesday, February 08, 201
12:21 PM
Subject | Educational TechnologyYour questions answered
' From ' Missy Hagen '
| To 'RCTal
' Sent ' Tuesday, February 08, 2011 12:20 PM

Reminderg we will be holding an open lab this afternoon at 2:00 in GL 13,

1 °

L 9 SINCE YoU ASKED......

Q: Everyone is skyping these days. = Can you walk me through how

to set up my computer to skype?
A: Of course we can!  Here is a tutorial showing you step by step instructions on
how to skype: http://www.roch.edu/dept/et/articulate/skype/player.html (this will be
archived on our website for future use)

Q: Is it possible to record my skype conversations?

A: Itisd however it requires a download from the internet. The IT folks are in the
midst of researching its compatibility with our system. I f youdd Ii ke
your own in the meantime, visit vodburner.com. The software allows recording

of either speaker, or both.  There is a very basic editing tool as well.  (this will be
archived on our blog)

http://www.vodburner.com

Q: | teach at another college and have created a Quiz in D2L that
| would like to use in my class at RCTC.  How can | transfer the quiz

from my other school to my course at RCTC?
A: In this case, we need to use the Export and Import tools in D2L. The Export
tool will save the class, or selected materials, in a zip file. Then we can Import
the zip file into our RCTC D2L course.

For transferring materials between courses at RCTC, the Copy Components tool
would be used.
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SO

Here is a video showing how to use the Export and Import Tools:
http://screenr.com/a9Y (this will be archived on our website)

Below are instructions for using the Export and Import tools.
To Export Course Material from D2L Class

OEdit Cour ¢

Ol mport/ Export/ Copy Ci
OExport Compone

Find and Select Materials to Export (or select All Components)
Follow instructions

oDoneo

0Click here to download the
Save File (and know/record where it is saved)

To Import Course Material into D2L Class

OEdit Cour ¢

Ol mport/ Export/ Copy Ci

Ol mport Compone

OFrom a Fi

Click Browse to find zip file to import

Find and Select Components to Import (or Select All Components)

need to convert many audio files to mp3 for my class in D2L,
t I candot find a free converte]

A: JetAudio Basic is a relatively new free program that plays and converts

multiple audio and video file formats. This conversion ability is especially
i mportant when you want to compress and
upload to your course web site. It comes with an audio CD burning utility, an

equalizer, and a utility for tagging and renaming your mp3 files. Its

customizable interface allows you to change the skin on the player and make
adjustment to suite your tastes.  For the music lover in you, there is even a

database with lyrics to many songs. It also has an alarm clock 0 a feature that
may be nice to have, but doesndot really
when you download to not designate it as your default player, unless that is

your intent. )

For more information on this free utility, navigate to:
http://www.jetaudio.com/products/jetaudio/
(this will be archived on our blog)

Supecd Crystal-Clear Sound
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Quizmaker,simplediagrams,dropbox

Monday, February 14, 2011
12:11 PM

Subject | Since you asked....
' From ' Missy Hagen
'To | RcTall
' Sent ' Monday, February 14, 2011 11:03 AP

@-9 SINCE You ASKED.....

REMEMBEKTUESDAYGOPEN LAB @2:00 in GL ¢&ome
on down and let us help you with a question or project.

Q: Can you help me create a quiz using Quizmaker? Il od | i ke
make a quiz where a student has to identify anatomy parts by
clicking on them.

A: We helped Pam Whitfield create an anatomy quiz that allowed students to click on

the parts of the horse as a response. As an added bonus, we showed her how to add

some sound affects as feedback. Go ahead and try the following sample quiz (this is
similar in nature, but Chckdnthaskdletoatb thgoseReumd s ¢
answer, then click submit for the audio response!

http://www.roch.edu/dept/et/articulate/whitfield/horse/quiz.swf

Q: 1 dm I ooking for a simple t

A: Try simple diagrams at http://www.simplediagrams.com

This is a free application that helps you express your ideas quickly and simply. Ther e
just enough functionality to describe a thought or capture a process. It has a library of
simple design items and backgrounds as sampled below. This is an application, which
means you wonot be able to download to your
assistance, but give it a try at home or check the website out. Once your diagram is
made, you can save it as an image, and simply copy and paste it into an email like we

have done here.
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E

SIMPLE DIAGRAMS

UNDE RSTANDING

YOUR AUDIENCE

Q: What is the difference between an Individual submission folder
and a Group submission folder in the D2L dropbox?

A: While creating a dropbox in D2L, you will need to choose a Folder Type. The two
choices are Individual submission folder and a Group submission folder. Here are the
differences:

I ndi vidual submission folders ar ¢

Group submissions folders allow multiple students in a group to submit and edit an

assignment together.

Properties | Restrictions || Activities

Folder Properties

#«Mame:  Dropbox Folder Example]

Folder @) Individual submission folder
Type:

(") Group submission folder

Group Category | Techers

One item to note is that, if Group submission folder is selected, not only can any student
in a group submit an assignment to the dropbox folder, but they also have access to
and can open any file submitted by another student within their group.

Generally, the Group submission folder is only used for group projects.

Finally, once a dropbox has been created, the folder type cannot be changed. If the

dropbox folder was created as an Individual submission folder, then it cannot be
changed to a Group submission folder.

Since You Asked Page 13



Audio noise, doc camera, quiz points odd
Monday, February 28, 2011

3:55 PM

Subject | Since You Asked

From Missy Hagen

To RCTall

Sent Monday, February 28, 2011 12:33 PI

m SINCE YoU ASKED.....

Many of you have indicated you are finding this format helpfithank you for your
feedback! FY--These save very nicely in One Note (see the link in upper right
corner)

~ | REMEMBERTUESDAYSOPEN LAB @2:00 in GL
132¢ Come on down and let us help you with a
| | question or project.
This weeks requested topics: (Thank you to all wh
submitted ¢ it helps us be prepared and helps
20KSNBR 1y28 oKIFG 6SQff
1

9 Setting up groups within D2L
T Quizzing in D2L (matching/fill in the blank)

Q: Help! | have an old videotape that | use in class that
has a noisy audio track. I
anywhere. Can you take the noise out?

Not ALL tapes with noisy audio tracks can be salvaged, but some of
them can. The Educational Technology Department can assist you in
removing some but not all of the noise associated with tape
deterioration. There are two ways of doing this. One is with an
equalizer (EQ,) which turns down the volume on the noisy frequencies.
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Wrong Equalizer

I n cases where the EQ doesndét get r
digitized and repaired using  Adobe Audition.

Audition allows you to take a few seconds of noisy audio without
speech or music as a sample. This sample is then logged in the
program, and when prompted, eliminates the associated noise
throughout the track. The audio then has to be remastered and
matched back up to the video track in Final Cut Pro, or another
editing program. It can then be mastered to DVD.

The bottom line is, it can be done, however it takes a bit of time to
process the video. Below is the sound example from a video brought in
last week before the noise was eliminated, and a clip after it was
processed using Adobe Audition. A dramatic improvement indeed.

Before:

http://www.roch.edu/dept/et/sound/Dirty.mp3 After: http://www.r
och.edu/dept/et/sound/Clean.mp3

Question: The document camera in my SMART

classroom contains several buttons on a keypad d are
there special functions | can access using these

buttons?

Answer : Yes! I f your SMART <classroo
Presenter pictured on the left then you will see the keypad on the right
at the front of the unit:
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For an overview of special functions provided by this keypad, please
refer to this instructional presentation:
http://www.roch.edu/dept/et/articulate/doccamera/engage.swf

Q: I have strange numbers in my Gradebook for one of
my D2L Quizzes. Each Quiz question is worth one point,
but in the Gradebook the scores show up with decimal
points. What happened?

A: The most likely cause of this situation is that the total points of the Quiz in tl
Quiz tool do not match the total points of the Quiz in the Gradebook.

To fix this situation, the value of the Quiz in the Gradebook will need to match
value of the Quiz in the Quiz tooAfter the point values match, the Quiz will nee
to be ungraded and then r&raded to send the correct scores to the Gradebool

Watch this short video to see how to correct this problem:

http://screenr.com/Vff
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Sitepal, qwiki, theatre camera
Monday, March 07, 2011

10:21 AM

Subject ' Since You Asked...

From Missy Hagen

To RCTall

Sent Monday, March 07, 2011 10:15 AM

By SINCE YoU ASKED.....

et |

o
[

REMEMBERTUESDAYGOPEN LAB @2:00 in GL £32

| Come on down and let us help you with a question or proj
CKAEG $S5S71Qa NBIJd

1

fVoicethread

Q: Help! | often find it hard to convince my boss of new
ideas. Can you help me with an animation to make my
point?

A: Sure we can.
http://www.roch.edu/dept/et/mb.html

Q:1'6d |Ii ke to spice up my depa
speaking avatar. Can you teach me how?

A: We helped Cheryl Morgan build an avatar for the financial aid

department and place it in the student worker website using Sitepal. We
have a site license & anyone may use it!  Here are her

results: http://www.rctc.edu/apps/timeclock/log.php
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Q: | 6m | ooking for a search to

a non -traditional way. Any ideas?

A: Try Qwiki. Qwi ki advertises itself as the w
experiencedé, powered by a technology ¢t
interactive stories. Qwiki's goal is to improve the way people experience

information. Qwiki is in its first release, so some entries, such as Rochester
Community and Technical College, do not have much content. Other
entries, such as Rochesterds Mayor, Ar (
write -up. Giveitatry. Goto http://www.qwiki.com

and enter a topic.

Q: I am working in the Hill Theatre lighting booth and need to
see what is going on backstage during a performance. Can
you help me find a solution?

A: Ed Tech helped the drama department set up an infrared IP
camera to allow operators in the lightboard booth, to monitor what is
going on backstage during a performance.

From the booth a technician has a great view of
the stage during a production.

The light booth in Hill Theatre is where light
technicians control lighting during
productions in the theatre.

The Airlink101 SkylPCam747 was selected for the
job. With the expert assistance of Bill Brown,

But there are things back stage that the Dennis Olson, and Jeremy Sell this unit has been
light technician needs to be aware of so connected to the schoodhed:
that they can prepare for lighting changes. camera can be controlled remotely via

computer, has low -light capability, and can
transmit audio to and from the monitoring
computer system. Pan, tilt, and zoom functions
can also be controlled remotely.
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Mr. Ben Hain and Mr. Dave Carr making preparations to
install the new camera in Hill Theatre.
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Snipping tool, ppt pdf, random quiz, shaking projector

Monday, March 14, 2011
4.08 PM

Subject | Since You Asked....

From Missy Hagen

To RCT@Ill

Sent Monday, March 14, 2011 4:05 PN

m SINCE YoU ASKED......

~| REMEMBERTUESDAYEOPEN LAB @2:00 in GL &&0me on down and le
us help you with a question or proje@VEN DURING SPRING BREAK!!

Q: I'would like to create a visual snapshot from my desktop. | know
what the print screen button on my keyboard does, but | just want

a portion_of the desktop & not the whole thing. Is there a way to do
this?

A: There is a great way to do this using Windows 7. (Mac users can do the same thing
with a progr am cEnereiealittleok@G®mtBobin) your start button & called
OSnippinyolddll . i nd it under accessories ar
whatever you have up on your screen. Here is a short video demonstrating its use:

http://screenr.com/VpJ

Q: How do | turn my Powerpoint into a PDF?
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A: Converting a Powerpoint presentation into other usable formats is a relatively easy
process. You may also turn the presentation into JPEG images, GIFS, Metafiles, and a
host of other. 1 tds i mportant to note that
presentation may not export to some formats, and it should be explored in a case -by -
case basis. To convert the file, you need a completed presentation like the one below.

Make sure all of your editing is done since later changes in the presentation will not

change the saved PDF!

First, click on the round Office Button located in the upper left  -hand corner of the
Powerpoint window.

L

" L £ Sowrnas -

4 e

Come and Explore the

ANIMALS OF AFRICA

Ok 40 a3 notes
EE—E FEL T o s—sRce

Choose O0SAVE AS6 and you will see a I|ist of
PDF is a popular choice, it is located in this menu. Other choices are hidden in the

00t her Formatsdé section. Just make sure you
application.

@Hﬂ-u :

Lave & copy of By docoment

r_:,r]w

1| Bew
- ® "
S Bha By 54 & PoveniPoin? Briantatisn

.
;s

Pormeiioint S

SHvE A5 B PRERESERTIES Thit Bhwigs Spend @
Shde Shirw vien

Pomwerfoint §7- 7000 Presentation
Save & dapy oF the pratantatizn that i Tully
compatible with FowerPgin® 97,5003

.I:H rven v | [ 3 Openbocement Pesentatien
g | Save Ene precemation in Ehe Opbs
Datument Farmat

an
i a ] Gt Formats

Chper ihe Sve &5 Bibog Do ba selet i
[ Y T il pe s i by

[ 2 Posreeant Optjens || X ps Powerpoint

B L S ——— < % S d R

Since You Asked Page 21



Q: Can | create a pdf with 6 slides to a page?
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A: You sure can! Simplygoto PRINTdand choose 0 HMONDa@aha (Bro
whatever) and choose Cute PDF for the printer choice. This is particularly helpful to
help save paper when students want to print your presentation!

Q: | tried to project my laptop image in a SMART classroom but found

that the projected I mage 0shalkbwehsto

can | do to prevent this?

A: This presentation will take you through the settings you need to adjust:

http://www.roch.edu/dept/et/articulate/screenshake/engage.html

Q: Ihave a Quiz in D2L but | would like the questions to appear in a
different order for each student. Can | do this within D2L?

A: Yes, you can have the order of questions be different for each student in a D2L

Quiz. Thisis called a random quiz. A way to do this is to import the questions from the
existing quiz into the Question Library, and then create a new Quiz with a Random
Section.

Following are the instructions to import the questions from an existing quiz into the
Question Library and create the Random Quiz. After the written instructions, there is a
short video that shows how to perform all the steps in the instructions.

Step 1 0 Create a Question Library Section and Import Questions from Quiz

Click Quizzes

Click Question Library

Create New = Section

Click 06Go

Fill in Section Name

Click Save

Select Section (folder) that was just created

Import

Click ol mp
Import Source = From an Existing Collection
Source Collection = Select specific Quiz
Source Section = Collection Root

Select Sections/Questions to import

Click Save

Step 2 - Creating a Random Section Folder

Click the Quizzes link

Click New, and give the new Quiz a Name

Click the Layout/Questions tab

Click the Add/Edit Questions button

Select Random Section from the Create New drop -down list
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10.
. Click the Import button
12.

13.

14.
15.

16.
17.

Click the Go button

Enter a name in the Section Name textbox

Select any applicable Display Options
Click the Save button
Click the link of the folder you just created

Select the section you want to import questions from in the Source Section dropdown
list, or choose Collection Root to view a list of all questions in the Question Library
Select the questions you want to include in the random section. You can automatically
select all the questions in one section by checking the box beside the desired folder
Click the Save button

At the top of the page enter the number of questions you want each student to see
from the random section

Enter a point value for all the questions

Click the Save button

Note: All questions in one random section must have the same point value.

To watch a video example of these instructions, click this link:

http://screenr.com/qYJ

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
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Annotation, gadgets, printing discussions

Monday, March 21, 2011
3:09 PM

Subject | Since You Asked....

From Missy Hagen

To RCT@Ill

Sent Monday, March 21, 2011 3:08 PN

" -J'
L

m SINCE You ASKED.....

REMEMBEKTUESDAYGSOPEN LAB in GL 132ome on down and let us
| help you with a question or projecthis week open lab will be &i00.

This week:adding voice to powerpoint

Q: Can you think of a way to record annotations and audio as you
create them over a prepared document? |l 6d | i ke to
creating a written example while | speak.

A: We took this question and found  two different solutions & depending on your needs.

1. The first solution was the discovery that some of the document cameras on
campus allow you to record your physical presentation with video. Combine
your video with an audio recording and you create a learning object for your
stakeholders.

Watch this presentation for examples:

http://www.roch.edu/dept/et/articulate/doccamvideo/engage.html

2. The second solution was to use Dabbleboard . Dabbleboard is an
interactive whiteboard that allows you to bring in documents or graphics and
annotate over them digitally. Combine that with Screenr  d and you have a
handy learning object to embed or link to.
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Watch this movie for an example:

http://www.screenr.com/yBo

I'm running Windows 7 as my operating system. What exactly are
Gadgets?

Gadgets are Windows 7 desktop applications that can be easily loaded, used,
and hidden on your desktop. Preloaded gadgets include world time, calendar,
world weather, etc.
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To access the gadget menu, simply right  -click on the desktop and select
"Gadgets." In the lower right -hand corner of the menu, you may select "Get
More Gadgets Online." There are hundreds of gadgets available for free. Some
of these gadgets can be used as a kind of bookmark to favorite websites, while
others are actual small useful applications. Weather Bug, CPU Usage, and
Language Translator are some of the most popular and highest rated gadgets.
Check 'em out!

Q: Is there a way to save D2L Discussions in a file without having to
copy -and -paste into a Word document?

A: Yes, D2L Discussions can be saved as into a file without needing to copy -and -
paste. Follow these instructions to save the Discussion as a PDF:
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1. Onthe D2L Course Home page, click  Discussions on the navigation bar.

2. Click on the name of the Topic you wish to archive posts from.
3. Click the Settings button and check GridStylei n t he O0OMessage
section, then click Save.

4. Change view options to "All Messages" under "Unthreaded", and then click
the Apply button.

5. Increase the "posts per page" to the highest number as possible.

6. To select all posts, click the checkbox at the top of the list of posts, to the left
of the headings. The background of each message title, name, etc. will turn
green.

7. Click the Printicon (looks like a printer) at the top of the page. A window will
appear with the text from all posts.
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8. Select the Print button in the window to open the Print settings window for
your computer.

9. Select Adobe PDF or CutePDF Writer as your printer and click  Print or OK.
10. Fill in the File Name information and select where to store PDF file (F Drive is

recommended).
11. Click Save.
Reminder: When downloading or saving student submissions, it is imperative to
maintain the privacy of student records , Which should be saved on campus -

housed, password -protected network storage rather than on local hard drives or
portable storage devices.

Here is a short video of these instructions:

http://www.screenr.com/4do

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
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Voicethread, calendar tips, sound adjustment, copy course

components

Monday, March 28, 2011
3:44 PM

Subject | RE: Since You Asked....
' From ‘ Missy Hagen
'To | RcTall
- Sent - Monday, March 28, 2011 3:43 PN

-:i' SJN(E YoU ASKED.....

P.l.'

=

REMEMBERTUESDAYGOPEN LAB in GL 1@22:00c Come on down and

let us help you with a question or project.

TEx

Q: Is there a way to draw (annotate) over movies?

A: We resurrected a project from a year or so back to answer this one. At the
time, using a product called Voicethread, we helped Randy Renken make

videos of his bone collection using a turntable and black velvet. Watch here to
see how he can stop the video, draw on it, and explain concepts using

audioo. Whi |l e Randy didndt choose to use the
this program is that students can individually add their comments, ask questions

and make their own annotation.

http://voicethread.com/share/345410/
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A Voicethread is a creation that allows multiple viewers to comment on

selected interactive media. Contributors may add their comments multiple
ways, and draw on the media to emphasi z
the iron above,) fill in around the perimeter. To get a clearer understanding of

what a Voicethread is, watch this short series of clips.

http://voicethread.com/?#u237186.b409.i848804

Creating a Voicethread only requires media of your choosing and a few
minutes of your time. Voicethread claims you can make one in a minute, and
thatdos pretty quick! Watch this short c

http://voicethread.com/?#u237186.b8381.i61448

Q: I hear with the new RCTC behavi
to use and keep our calendar up to date. How do | post my
schedule, office hours or other reoccurring times? How do | see

when other people are free to meet?

A: These are good questions dand by | earning the answ
make your colleagues happier d especially when they want to know when
youdre free to meet.

Here is a video showing how to postare  -occuring calendar event, and how to
check someone el seds calendar to see if

http://www.screenr.com/7z3

Setting up a re -occuring calendar event:
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indicate whether you
are free, tentative, busy
or out of the office

choose the pattern of the
recurrence: daily, weekly,
monthly, date range, etc,

Checking some one el sc¢

The easiest way to make any event is to double click on the date. To check if
others can attend your meeting,
use the scheduling assistant.:

Dt Aty

W . free—

— * - " 100 - - . -
B e | L
s

Q: I have tried to make an audio recording on my computer with a
microphone 4 it sounds terrible! Any suggestions?

A: You need to adjust some settings in your sound controls. Watch this tutorial to
learn how:

http://www.roch.edu/dept/et/articulate/recordingaudio/engage.ht

ml

Q: I have my D2L class setup just how | want it. | am also teaching
the same class this summer. Do | need to upload all these class
materials again, or is there a way to copy everything from my spring
class into my summer class?

A: Yes, D2L makes it fairly painless to copy from one class to another. In D2L you
can copy an entire class, or just selected materials, from one class to
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another. You must be enrolled as a teacher in each class to be able to use the
copy tool.

The following instructions can be used to copy class materials:
Go into Course Shell that we want Content to go into
Click oOoOEdit C
Click ol mport/ Export/ Copy
Select 0Copy Components from
Click ONe

From Drop -Down: Find and Select Class we want to Copy Contents From
Select 0Select All Componentsoé (i f we
OR

Select specific materials to be copied (if only want parts of Class to be copied)
Click o0ONe

At Select Course Material Screen
Click ONextd to Con

After Copy has Completed
Click oDor

Go to Course Content to verify Class now has Course Material

Here is a short video that shows how to copy course materials:

http://www.screenr.com/Aio

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
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Movie maker, embed yoctube, ppt trick, recording in ppt, office
2010

Wednesday, April 06, 2011
5:51 PM

Subject | Since You Asked....

From Missy Hagen

To RCT@ll

Sent Monday, April 04, 2011 12:07 PN

oy A

o

A
77

Y

SINCE YoU ASKED.....

| REMEMBERTUESDAYGOPEN LAB in GL 1@22:00c Come on down and
| let us help you with a question or proje&ee you tomorrow!

Q: I was looking for Windows Movie Maker on Windows 7 but
couldn't find it. What happened to this program?

A: Windows Movie Maker is a free video editing program for Windows that rivaled the
popular Macintosh video editor iMovie. It was included in the OS supplemental files, but
has been excluded from the Windows 7 release. The program has been renamed
"Windows Live Movie Maker" and is downloadable free from Microsoft's web site. Itis
included in a bulk package download called Windows Live Essentials, which aims to
integrate the video editing element together with other Windows Live entities including
Windows Live Photos. Windows Live Movie Maker has been criticized by some because
it removes the video capture feature which is essential for most camcorders but is
instead relying on file transfer from USB enabled devices such as flash video cameras as
well as mobile phone technology. Like the latest iMovie release, these "improvements”
are intended to simplify the capture and editing processes for users, but alienates semi
professional videographers who relied on earlier versions as a workflow solution. The
latest versions of both iMovie and Windows Live Movie Maker appear to be intended
primarily for social media application and Internet playback.

To download Windows Live Essentials, click on this link:
http://www.microsoft.com/downloads/en/details.aspx?FamilylD=59fbc955 -
a9cc -4fbl -84dc -db88e9882ed3

Q: I would like to use Youtube videos in my Powerpoint
presentations. How do you embed Youtube videos into Powerpoint?
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A: Adding videos to a Powerpoint presentation is a great way to make them come to

life. Adding a video from Youtube is a pretty straightforward process. The link below is
a video that walks through the process. A written set of instructions follows the video
link.

Youtube video of instructions:
http://www.youtube.com/watch?v=hChqg5drjQl4

Written instructions:
Need Live Internet Connection! (to add and to play)
Open PowerPoint
Get Developer tab in PowerPoint
Click Office button
Click PowerPoint Options
Select Popular
Click Show Developer tab in the Ribbon
Click OK
Click on the Developer tab
Click the More Controls icon (Hammer and Flashlight)
Scroll to Shockwave Flash Object
Select Shockwave Flash Object and click OK
Draw box where video will go in PowerPoint presentation
Go to Youtube and find Video
Copy the URL of Youtube video (may need to click Share button to get url)
In PowerPoint, click in the box
Right click in box
Click Properties
Select Movie
Paste URL of Youtube video
In URL
Delete watch?
Replace = with /
Other Options to adjust, including:
Looping: True =Loops, False = plays once
Playing: True = starts automatically, False = manual start
Close Properties
Start PowerPoint Slide presentation

Q: Is there an interesting way to emphasize a keyword or topic when
creating a PowerPoint ?

A: YES! Moving letters to highlight a keyword - http://www.screenr.com/TAg

_Q: Do you have any suggestions on how | can record a more
professional sounding narration for my POWERPOINT presentation?

A: You dondt need to be a professional IHeeec ¢
are some tips to help you create a good recording:

1. Place your microphone in the right position.
If you place the microphone too close, a distorted or fuzzy sound will be recorded. If
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you have it too far from the narrator, you pick up more ambient noise with the audio

being less discernable. By setting the microphone 6 to 1
get a crisp clear voice.

2. Make a test recording.

Record a quick demo to make sure that everything is working as it should. Close down

other applications on your computer that you are not using.

3. Listen to the audio playback with headphones.

Headphones help isolate the audio -youdl | be able to hear an
recording better than if you listen with speakers.

4. Make sure your script is easy to read.

Practice reading your script a few times to make sure it flows right. Look for words or
phrases where you might stumble while recording.

5. Stand up while recording.

Youdl |l feel more energi zed a nlfdouldesitsitup graightd b
6. Have plenty of liguids available.

Keep your vocal chords hydrated with clear liquids.

7. Get rid of the

Pl osives are consonant s ound¥outanbuyshields¢hatsien "
front of your microphone to block out the offending sound. Try to speak over the
microphone to avoid pushing air onto the microphone.

8.Rel ax and dondét rus

Practice reading the script. Create a conversational tone.
9. Two free applications that could come in handy:

Audacity for audio recording and editing.

Levelator to adjust the audio levels in your narration.

Q: When will RCTC be adopting Office 20107

A: Fall semester - 2011. Here is one of many new features you can expect:

A Dwyim

3 et et TORY RETOLD

"90s Recalled
at Seattle

Powerpoint will feature the ability to broadcast your presentation via Microsoft Live with
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a click.
No more having to remember to copy your ppt to a flashdrive, or email it to yourself!

TECHNOLBGY

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
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D2L Nav Bar, Xooniflash, submit students quiz in progress

Monday, April 18, 2011
11:37 AM

Subject | Since You Asked...

From Craig Narveson

To RCT@Ill

Sent Monday, April 11, 2011 3:20 PN

2
?

m SINCE YoU ASKED.....

REMEMBEKRTUESDAYGSOPEN LAB in GL 132ome on down and let us
| help you with a question or projecThis week open lab will be at 2:00.

QI want to add a tool to my D2L n
way to doit. This used to be so easy! What happened? Can you
show me how?

A: When D2L upgraded to the latest version, the navigation area

was dramatically changed. There are good changes & including the
addition of

icons, and allowing the text to wrap d but the way to edit the nav

bars & while not difficult o became rather non -obvious. Her e 6 s
video that

takes you step by step through the process:

http://www.roch.edu/dept/et/captivates/editnavbar/newnav.htm

Q: | just purchased a Motorola Xoom. When | try to view a FLASH file
all I get on my screen is a small blue cube in the middle of the
screen with 0?06 mar ks odanyitkeas? s i de

A: 0 The problem is that the Motorola Xoom, at this time, does not
have a FLASH player software package pre  -installed from the
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manufacturer.

There is an easy solution to this problem & all you need to do is
download a free application into your Xoom that will give it the
ability to play FLASH files.

Here are the steps to follow

1) Turn on your Motorola Xoom

2) Inthe upper right hand portion of the screen you see the word
0 A p pdtap on the word OApps O

3) On the next screen you will see two words in the upper left hand
area of the screen 8 OAll6 and OMy apps 0 & select the word OAIIO

4) The screen should now have several icons on it d locate the icon
titted oMarket 6 and tap on it

5) Near the top of the next screen that opens you will see the words
0Sear ch M&apdedSearch Market 6 and a keyboard will
now open in the lower half of your Xoom 35 screen

6) Type the words OAdobe Fl ash Pl ay
and then depress the return key on the keyboard

7) A screen will open showing all of the application matches to
your search & locate OFlash Player 10.26 and selectit ditis a free
application, so there will be no cost to download it!

8) After the application has been downloaded you will be able to
view FLASH presentations on your Motorola Xoom  d no more blue
square with 0?06 marks in the middle of your screen.

Q: A student took a Quiz in my online class but did not submit the

quiz. Is there a way | can submit the quiz for her?

A: Yes, teachers can submit quizzes that are in progress in D2L. The
instructions are below, followed by a link to a short video.

How to Submit Quiz
Go into Class

Go into Quiz

Click Grade (Ruler with checkmark)

Restrict to: oUsers with
Click Search

Click Enter Quiz as User

Click Yes at Confirmation Window
Click Go to Submit Quiz
Click Submit Quiz
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Click Yes at Quiz Submission Confirmation Window

Link to video: http://www.screenr.com/XCe

The Educational Technology Department

e e

=l

L] : Il
x| e fo | el i 13
FHING THAILEH . BRRRE

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
285- 7173
etech.help@rctc.edu
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Phonemail, release grades, wordsearch, youtubedownloader

Monday, April 18, 2011
12:30 PM

Subject | Since You Asked...
' From . Missy Hagen
'To | RcTall
' Sent . Monday, April 18, 2011 12:29 PN

m SINCE YoU ASKED.....

~ | REMEMBERTUESDAYSOPEN LAB in GL 132ome on down and let us
help you with a question or projecthis week open lab will be at 2:00.

Topics requested this weekrticulate, audio recording
Do you have any? Let us know!

Q: How do | access my voicemail from off  -campus?

1. Call 2805505

2. When you hear a recording, immediately press the pound
symbol: #

3. When asked for your mailbox number: enter 32 then your 4 digit
extension : example 0321234

4. Then you will be asked to enter your voicemail 6 digit security
code.

Q: Can you walk me through how to allow students to see their final
cumulative grade on D2L?

A: Here are instructions and a short video that shows how to release
Final Grades to students.

To show Students Final Grades

1. Go to Grades

L Classlist | '] Grades | ﬁ Quizzes
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2.Go to OEnter G

" Enter Grades

3. At Final Grades column, Click ruler

Final Grada{_'-:_;)h

Current Grade | Final Grade

45 / 60, Ba 70 / 80, B

D

. At top of the Window, Click eyeball (Release All)

w5 Release all

5. At Confirmation Window, click Yes

Short video demonstration: http://screenr.com/7dC

Q: Is it possible for me to download You Tube videos into my
computer for viewing at a later time, when | am not connected to
the Internet?

A: Yes! Please take a moment to view the following presentation:

http://www.roch.edu/dept/et/articulate/youtubedwnld/engage.html

Q: | &m | ooking for a way to have n
spelling of terminology. Do you know of any wordsearch tools
available for free on the web?

A: Yes! Discovery Education has a free puzzle maker available on
their
website. http:/puzzlemaker.discoveryeducation.com/WordSearchSetupForm.asp

Simply Create a title for your word search, determine the difficulty of
the puzzle you want to create, then decide if you want to print out
the generated puzzle or copy and paste it to another program. The
final step is to input your terminology with a comma separating each
term. For terms with more than one word, omit the space in
between. An answer key is provided for the instructor if you get
stumped. Have fun!
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Rock -Rock -Rock -Rock Rock and Roll
Word Search

JUOKBKHRWWWIIYH
CUILNEASHHNLROT
DBDALMAIAAONOBA
CACAOETTILEENRE
AKENSETRLLCEMEE
ZSEHSPTSAETUAV/
SSRNRARHOTSQIO:
XWAASONIACGJDLK
GKEECATREVSSEM(
ETOEVDIOZSKINNA
TIJPOTZZCMYTIVSL
SENOTSGNILLORLE
ALICECOOPEROCKXI
ELPRUPPEEDOHSUF
RAINBOWKQDHELIX

ACDC
ALICECOOPER
BEATLES
BLACKSABBATH
CARS

CLASH
DEEPPURPLE
DIO

DOORS
ELVISCOSTELLO
HELIX
IRONMAIDEN
JOESATRIANI
JUDASPRIEST
KNACK
LOVERBOY
MOTORHEAD
QUEEN
RAINBOW
RAMONES
RATT
ROLLINGSTONES
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RUSH

SWEET
VANHALEN
WHITESNAKE
WHO

ZZTOP

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
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Picnic, address book search, Auto Cad for mobile

Monday, April 25, 2011
4:59 PM

Subject

Since You Asked...

From

Missy Hagen

To

RCT@Ill

Sent

(o T

22 SINGE YoU ASKED.....

Monday, April 25, 2011 4:58 PN

REMEMBEKRTUESDAYGSOPEN LAB in GL 132ome on down and let us
| help you with a question or projecThis week open lab will be at 2:00.

Topics requested this week:
Do you have any? Let us know!

Q: I'would like to use only a portion of an image for a presentation |

amdoing. What i s

want?

the easiest way to

There are a few programs available to edit photos. A very simple
one i s 0 Ris&web #aséd tool, so there is nothing to
install. It lets you crop, rotate and resize your pictures, plus

more. Be st of

a | Check itiowt &t picnic.com.e . Hereisa

short demonstration of how to crop a picture using this service:

http://screenr.com/YY5

Q: When | search for an address in my address book within Outlook
it automatically makes me search through all my contacts. Is there
a way to change the default address book to employees?

A: We find that annoying too!
search to a different default:

Here is how to switch your address

http://www.roch.edu/dept/et/TOD/addressbooks.mp4

Q: I am in the process of planning a new layout for my lab and
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would like to create a drawing that is dimensionally correct so that |
can arrange all of the furdant ure f
suggestions?

A: There is an excellent, free software download available that will

work perfectly forthis. The program is call ed ¢
be found here: http://www.3ds.com/products/draftsight/free -cad -
software/

oDraftSightdé is a professi oradd, t w
drafting product. It provides users a way to create, edit and view

any drafting project. It is easy to use and is available for professional
CAD users, students and educators to download and activate for

free.

v e ot (vl bl 51434

One very wuseful feature of oDrafts
OAut oCADO compatible drawings, you
drawings created i n O0OAut oCAD©OG.

The oDraftSighto website also cont
you will find extremely helpful if you have questions as you begin
using the product.

While on the topic of drafting software, another useful, free software
downl oad that can be used with fi]l
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call ed OAut oCAD WS6. | t can be | oc
website: https://www.autocadws.com/

0OAut o CAD Wldle dpdicatton that gives you the ability to
view, edit, and share your oDrafts
Android or Apple phone or tablet. This application gives you a

simplified set of viewing, editing, and markup tools so you can work

on your designs while you are away from your office. Drawings can

also be saved locally so you can work in the field without an Internet
connection.

1. Your first step iIs to navigate I
WS6 account .

2. The second step is to locate the free application on your mobile
device and download it.
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Two great pieces of software that could come in handy with your
next room design project!

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
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Google voice, keyboard shortcuts, RSS

Monday, May 02, 2011
3:05 PM

Subject | Since You Asked...

From Missy Hagen

To RCT@ll

Sent Monday, May 02, 2011 11:34 AN

A
?

m SINCE YoU ASKED.....

REMEMBERTUESDAYEOPEN LAB in GL 132ome on down and let us

Topics requested this week:

| help you with a question or projecthis week open lab will be at 2:00.

Let us show you how to export your course material for next semester!

Q: Is it possible to have my phone messages delivered to my email?

A: You bet! All you need is Google Voice. (i to

Google voice 1)

0©
—

2. Create a google voice

1. Creat phone number.
e a free
Google When someone calls your google
Account  nymber, you can program it to ring any
https:/Mww. _ phone you wish. (cell, work, phone) If
co?r%g::e_w they leave a message on any of these
) phones, you can retrieve them in ONE
nts/Manage X
Account SPOT!
Ficm Bt Vokis Svais-norey Bgoadhe. com>
'._.-_ W Mgy Fagen
Subjec P wiic dvmaed Foom (S0T] 5253-J757 at 246 P

Voicemail from: (507) 529-2787 at 2:46 PM

Hella {or Missy, please bring snacks to work Thank vou

Play message
4. Guy
called and 5. His message appeared in my
leftmea  emailas text AND had an attached
message recording. J
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Wolcomail Hotifications

= fadd g D eciiel pidinss

Text Forwmarding (7 ¥ Forward bind massages 10 My &ma

Voleemail PIH (7 New PIN
Cordiren PR

Voicemall Transcripts (7) #! Tranacribe Veicemads

3. Under settings indicate what email address
youdd | ike your voice m
want it transcribed.

6. Here are some things you can do with Google
Voice:
1.Read transcriptions of voicemails.  Watch a video »
2.Customize which phonesring. Watch a video »
3.Personalize greetings for different callers.  Watch a
video »
4.Make cheap international calls. Watch a video »
5.Forward SMS to email. Watch a video »
6.Share voicemails with friends. Watch a video »
7.Block unwanted callers.  Watch a video »
8.Screen callers before answering.  Watch a video »
9.Access the mobile app on your phone. Watch a
video »
10.Conference call with co

-workers. Watch a video »



https://www.google
https://www.google
http://www.youtube.com/watch?v=fHuai7-jVlY
http://www.youtube.com/watch?v=1KSoxdtyc58
http://www.youtube.com/watch?v=W1AHzu7CLkk
http://www.youtube.com/watch?v=W1AHzu7CLkk
http://www.youtube.com/watch?v=y6Zy-Ande6I
http://www.youtube.com/watch?v=Ka3T0RXwIbw
http://www.youtube.com/watch?v=LpX0wbNtkC4
http://www.youtube.com/watch?v=hZwtQNKdWzk
http://www.youtube.com/watch?v=eF-7UTvwAXs
http://www.youtube.com/watch?v=YSk9szCUDqA
http://www.youtube.com/watch?v=YSk9szCUDqA
http://www.youtube.com/watch?v=QkNEntf6qdw

QLately 1 dve been unable to c
of my D2L sites (e.g., news, discussions, quizzes, et

cetera). This has been a bothersome, time -consuming
problem. Please let me know if/how | can resolve this
technology -related matter.

A: There are situations where using Copy and Paste with a mouse works
inconsistently. Instead of using the mouse to copy and paste, try using
keyboard shortcuts.

Let's learn how to Copy and Paste using keyboard shortcuts!
It's really quite simple and can be done in 4 steps:

1. Highlight the text you wish to copy : Click down once, with your cursor on
one side of the text you want to copy, with your left mouse button. Hold the
mouse button down. Then drag your mouse pointer over the text until all of
the text you wish to copy is colored differently than the rest of the text on
the page. Now let go of the mouse button. If you have highlighted
correctly, the text should stay colored differently.

2. To Copy : press down the CTRLkey with one finger and hold it down, then
press the letter C with another finger, and then let both go. CTREC is the
Copy shortcut key combination.

3. Place your cursor : Decide where you want the new text to go on your
document and click once where you want the new text to be inserted. The
cursor should flash.

4, To Paste: Press down the CTRLkey with one finger and hold it down, then
press the letter V with another finger, and then let both go. CTRLV is the
Paste shortcut key combination.

Here is a list of common keyboard shortcuts (but there are plenty of others):

Find: Ctl-f
Copy: Ctl-c
Cut: Ctl-x
Paste: Ctl-v

Mark: Ctl-a (aka Select all)
Delete: Delete
Redo: Citl-y
Undo: Ctl-z

Q: I'would like to add an RSS link to my webpage o0 how can | do
this?

RSS stands for ©0Real lltisaSichngobyehatpsovidésyoua t i
the web page owner, with a method of getting important and current

information sent to your customer for them to read in their own time. It can
save your customer time and helps them to get the information they want

quickly after you have published it.

The first step in adding an RSS link to your webpage is to download a free
software package c alhttpd/sburcefer8enetProjécts/iBE R - (
builder/ ).
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Once you have downloaded the software there is an informative video on
YOUTUBE that guides you through the steps to use this software package in order
to create RSS links in your website that viewers will be able to select when
viewing your webpage.

http://www.youtube.com/watch?v=Weu -RwU3kKXA

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
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End of Year, Training, Astronomy, Word 10 preview

Tuesday, May 10, 2011
9:30 AM

{Sublem Since You Asked... l
From Missy Hagen ‘
To |ReTal
Sent | Monday, May 09, 2011 4:54 PN

;m SINCE You ASKED.....

This is our last issue of SYA for the semeMany thanks for
all your contributions and feedback!

Q: Illove these! Do you have them archived somewhere?

A: We do! din a ONENOTE format.
You can access this semes:t [@tp/vsvw.Sch.adii/deptetn o ur

Q: Will you be holding training this summer?

A: Here is our summer training schedule.  Hope to see YOU!
All classes in GL 132 at 1:00 pm

7/19 - D2L Overview

7/21 - What's New in D2L?

7/26 - D2L Overview

7/28 - What's New in D2L?

4T

8/2 - Placing content in D2L

8/3 - Engaging and Retaining Online Students - [itiSolanaiciScusSIonm
8/4 - Quizzing in D2L

8/9 - Using Rubrics in D2L

8/10 - Efficient Use of Hybrids - iEolanaidiScussionm
8/11 - D2L's gradebook

IsdTsH

Q

: What do you recommend we do technology -wise at the end of
e semester?

>

tl

A: Funny you should ask. We have a few handy suggestions to make life better:

1. Check out the D2L End of the Year Checklist
http://www.roch.edu/dept/et/PDFS/D2L Post.pdf

2. Return any media -services gear (such audio recorders,
cameras, smartpens, clicker kits) to the TSC or Educational
Technology.

3. Set up auto communication for when you are out of the office, SO
others will know when they can expect to hear back from you:

EMAIL: http://office.microsoft.com/enus/outlook-help/automaticallyreply-to-
messagesvith-the-out-of-office-assistantHP001232830.aspx

PHONE Press 5505, enter your security code, then press 4 (for
manager functions) and finally press 6 to record your out of
office greeting.

4. Do your part in keeping our technology servers healthy!

Clean the junk out of your mailbox: (anything nearing or over
5,000 may cause corruption)
http://office.microsoft.com/enus/outlook-help/cleanthe-junk-out-of-your-outlook-inbox
HA001087295.aspx?CTT=1

Clean up your F drive 8 do you really need those 10 year old
files?

5. Make sure you dono6t | eave any fi
local C Drive over the summer. Remember only files stored on
your F drive are backed up.

6. Shut off your monitor.

Q: | have always been interested in astronomy and have for many
years considered buying a telescope. With warmer nights and
camping season coming up, can you recommend any tools to help
me observe the heavens?
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A: Stellarium is free downloadable software available at

www.stellarium.org _ which

works much like an animated planisphere (or a star chart.) Stellarium allows you to
easily identify night objects, find their coordinates, and the celestial constellation they
are associated with. Messier objects (distant galaxies, star clusters, etc.) can also be
detected. These objects, along with the planets, can be toggled on or off for easier
identification. A search window allows you to type in celestial bodies (such as
Andromeda, Sirius, The North Star, etc.) and have their location zoomed center screen.

The neatest feature of Stellarium is that puts the heavens in motion, with a real time
clock drive, meaning what you are looking at is what is really there. For best celestial
viewing, find a dark, clear sky, toggle the software to Night Sky mode, and allow your
eyes to adjust for 15 minutes prior to viewing. Like famous star gazer Jack Horkheimer

says, "Keep looking up!"

BONUS
Remember! We dr e mi grating t
summer.
Wedl |l send you off t

o Mi

crosofi

PREVIEW of 3 new features within WORD:

'SCREEN SHOT INSERTS

Mame Insert Pagela

Navigate to the INSERT tab.

- w @

e

" Cham Soeenshot  Hyperd

Locate the SCREEN SHOT button.

If you click on the photo in the drop down box you will be
able to insert your current desktop into your word document
as shown below:

Li
L

i

Y]
L
L
O

If you select the SCREEN CLIPPING button you can insert a
cropped portion of your desktop image into your document
as shown below:
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removal of backgrounds from inserted
photos

Home et Fagels

Navigate to the INSERT tab.

¥age Layou

Locate the PICTURE button.  Locate a photo and insert it
into your document 8 the result will be a photo inserted
into your document as shown below:

R B SO ww gl

VA Susm

samcene] aame AABBG Astl

Aab

Wl =7 O v

* Co

il e
Remave

Background 3 Ar

After the photo is inserted locate the REMOVE
BACKGROUND button and selectit 8 you will note that
the background of your photo turns to a purple color:

text effects

. ‘\.- 9 EE E® 1T | ance AR Aat [\;V|H
/2 A A A A
AAAAA

h’ext Effects

Type your text into the document and then select the drop
down arrow.

L IR I P VO N S ' DU | pscon | asmscax AaBbC Aabce AQ
By exw @Y-A EWIW 3 S o~ [thoton. Fesbegl oty

A A A A A

AAAAA

TEXT EFFECTS

As you place your cursor on each text style you will see how it
changes your text 9 click on the style of your choice.



http://www.stellarium.org

As you place your cursor on each text style you will see how it
changes your text 9 click on the style of your choice.

¥y v

AR Keep
e Changes

Select the KEEP CHANGES button and the background in
your photo will be removed from the photo in your
document as shown below:

R R YA mEEEE

Dave Carr - Missy Hagen - Guy Hamernik - Craig Narveson
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Microsoft 2010, D2L 9.2, navigation bar

Monday, August 29, 2011
4:31 PM

Subject | Since You Asked...is back

From Missy Hagen

To RCT@l

Sent Monday, August 22, 2011 9:12 AN

m SINCE YoU ASKED......

REMEMBEKRTUESDAYGSOPEN LAB in GL 132ome on down and let us
| help you with a question or projecthis week open lab will be at 2:00.

A: We have handouts and video tutorials on Exchange, Word, and
Powerpointt. These can all be found on E
website: http://www.roch.edu/dept/et

Note: We have a live training in GL 132  today (Monday) _ at 3:00!

Q: | missed staff development day and heard Ed Tech did a quick

overview of what was new on campus. Do you have a video of your
presentation?
A: We donoét have a video of the ex

have an overview of what is new within
D2L. http://screenr.com/G5Ss

Q: How do | add a tool to my navigation bar in D2L?

A: Here is a video taking you through the process step by step:
http://www.screenr.com/911s
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{firstname}, attendance tool, pager, address book default

Monday, August 29, 2011
4:33 PM

Subject | Since you asked.....
. From . Missy Hagen
'To | RcTall
. Sent . Monday, August 29, 2011 4:30 F5h

SINCE YoU ASKED.....

REMEMBERKTUESDAYEOPEN LAB in GL 132ome on down and let us
help you with a question or projecthis week open lab will be at 2:00.

Q: | Ove seen other instructors hav
news area. How can | personalize my news items in D2L for my
students?

A Customizing D2L is simple.

By inserting {firstname} into any HTML spot in your courses (news, content,

release conditions, etc), D2L automati ce
your message. This just adds an element of personalization to your class. This
al so works 1 f youdd | i ke a sinsertke i t{l@sthame}a <

or {username}.

THIS BECOMES THIS
Goneral
» Mandling: Week Twe
* Content! [ Base || Advanced J
il B/UL-Ex3N|=] ;
| Faragraph S| - =~ Font family -E 3 (12pt) =11 : Haws Tam

{first narnF}

ol first week go? Think about & problem or Tuzybeall
be tarklng about the power of choice in class this wee g
personal responsibility. How did you first week go? Think about a problem or conflict

be talking about the power of chaloe in class this week and te
personal responsibility.
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Here is a short video demonstrating this process:
http://www.screenr.com/cSMs

Q: As an instructor | would like to take attendance in my classes and
record the attendance using D2L & can you show me how?

What's New in 9.2?

=t | I Grades |m Attendance

A: Yes! You can add an ATTENDANCE link to each of your D2L classes. Here is
the process and how the tool works:

http://screenr.com/C8Ms

Q: How can | page my students?

" Logout

A:The pager is a tool that i s often overl oo
messenger 6 for your students, and can be a
collaborative learning project for your online learners. Accessing the pager is easy. It

looks like a cartoon caption from the funny pages. When you click on the bubble, a
secondary window pops up. Sel ectClags hisbo and Adpledd Pr ovi des
class list and indicates which members of your class are currently online.

@' Classlist - Video Production 119001 - Roche...| = || = || 3

‘mnscu.edu https://rctcams.mnscu.edu/d21 Ims/pager/C

«| Inbox 3y Friends =) Classlist

Filter by:
Video Production 1150 0L

Apply

You then may instantly message back and forth in real time:
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D & !EI Craig Marveson says:
Thank you professor. How can
yvour kindness?

Jul 26, 2011 2:46 FM

I repay

|:| :l Craig Marveson =says: %
When is assignment 17 due?
Jul 26, 2011 2:43 PM
Your | earners can al so see

when

youodr e

messages as well. The Pager is a great tool to use to help you stay connected

with your class.

Q: Can you remind me how to set the default address book?

reverted to 0
t hrough oal l

A: Start at the home tab and click on the

all contactséd
empl oyeesd first

address book icon

A pop up of addresses will appear.

Click on TOOLS then OPTIONS

Here you will see the following illustration:

| addressing “]

hen sending &-mal, check address ksts in this onder:

@ Shart with Giohal Address Lnt

_ Start with contact foiders
Custom

|8l Contacts

| T Epely T

Note at the very bottom there is a dropdown list of options allowing you to

choose which address | i st
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D2L quickstart guide, recording in powerpoint, Free Technolog

Teachers
Monday, September 12, 2011

4:31 PM
Subject Since you asked.....
From Craig Narveson
To RCTall
Sent Tuesday, September 06, 2011 8:34 A
Attachments '331
D2L_Quick!
art Vi
:ﬂf «".-r") >
2.2 SINCE You ASKED.....

REMEMBERKTUESDAYEOPEN LAB in GL 132ome on down and let us
| help you with a question or projecthis week open lab will be at 2:00.

Q: Is there a nice concise D2L manual for students?

A: The quick start guide attached as a pdf to this email provides information to
get your students started using D2L.

A more complete user guide can be found on the Educational Technology
homepage at  http://www.roch.edu/dept/et/

The Educational Technology homepage also contains D2L tutorial videos.

Q: Do you know of any places that | can find information for
educators about integrating new technologies in the classroom?

A: We sure do! Check this out.
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Free Technology @~
for Teachers™ | 3

written by Richard Byme

FREE RESOURCES AND LESSON PLANS FOR TEACHING WITH TECHNOLOGY

Free Technology For Teachers ( www.freetech4teachers.com ) is a website for
educators by educators who are integrating new technologies in the

classroom. The website contains explanations and rationales for creating such
projects, and in most cases, provides detailed instructions for integration. Some
topics include Google tools use, making videos on the web, scientific research
explained and detailed animations. Visitors may subscribe to the blog, and will
receive a synopsis of the latest submissions on a regular basis.

Ebooks and tutorials are available as a free download, and there are links to
animations for many disciplines. (The screen capture below is from a USA Today
linked animation, which explains how tornadoes are formed.)

Thousands of blogs, links, resources, and tutorials are archived back through
2007, and topics can be easily searched. The best part of the site is that it is all
free!

Q: | have uploaded a PowerPoint presentation to my course in D2L
with MP3 audio files inserted into each slide but the audio will not
play & what might be wrong?

A: Here is the procedure to create a PowerPoint presentation with audio and
the steps to upload it into D2L  J

On your computerds internal storage dr i\
PowerPoint data and the audio data you will be inserting into each PowerPoint
slide & here is the folder | created for my PowerPoint data:

0 TUIITIGL FdLLUTy WFULUL Lidld

. My Power Point Data_Project 01

mnAaTAY AN Moo

Open PowerPoint and create your project d a very important step when saving
your project is to save it as a POWERPOINT PRESENTATIONG this will give your
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project a file extension of  0.pptx 6 & if the project is not saved in this manner it will
not play the audio files when it is uploaded into D2L.

| ;% Dave.. v My Power Point Data_Project 01

- Mew folder

:al Disk () = Mame
irr (hadmusersusers) (F)

ject Drive (J:)

sartment Drive (K:)

np Drive (L:)

sdemnic Data (M:)

IM 297G (M:)

m

‘ork

L e | |

File name:  Power Point Presentation 01

/e as type: | PowerPoint Presentation

Again, be sure and save your PowerPoint project and the MP3 files in the same

single folder on your computer®ds interns:
project. Here are the files | now have in my folder for this sample project:
N L W S
==
v My Power Point Data_Project01 - | 4 || Search My
Help
E-mail Burn Mew folder == = [
* Mame D
4| MP3 File 01 8
4| MP3 File 02 8
(] Power Paint Presentation 01 8,

When you are ready to insert an MP3 file into a particular slide while working in
PowerPoint, open the slide you wish to insert an audio file into, select the INSERT
tab, and select the AUDIO icon:
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mbaol | Video Audio

- -

Q&

1baols Media
-
Once your project has been completed, vy

uploading to your D2L course. Please contact the IT Staff in the TSC at
507.536.5555 (Option 1) or send them an e -mail at tech.help@roch.edu to have

the program OWK N ZIP6 installed on your
The o0zI P66 file will contain all the fil
this (notice that icon in front of the file name d it no longer looks like a manila
folder):

[ B L S LT R R E

£13 My Power Point Data_Project 01

Now it is time to open D2L and upl oad t
PowerPoint Data:
@ Upload New File

Cregte & mew topic using a fle frem vour computer,

Once the file has been uploaded into D2L you need to navigate to the
upl oaded f i |l e an dothisWiNddate &foldehcentaihinglthe
PowerPoint project and all the MP3 files that you used to create your PowerPoint
project:
i Unzip
€3 Download 1E BY PROXY . html
iﬂ 4dd Contert Topic .
|5, Publish to LOR

DI bl

ne students.html

Il My Power Point Data Project 01.zip =8

Finally, you need to put the file into your CONTENT area so students will be able

to open your PowerPoint project and will be able to hear the audio that you

have inserted into each slide 9 it is important that your students know that a
version of PowerPoint prior to PowerPoint 2007 will not work properly d they will
need to have PowerPoint 2007 or PowerPoint 2010 for the audio files to play

properly.
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Thank you.

The Educational Technology Department

Dave Carr Missy Hagen Guy Hamernik Craig Narveson

285-7173 etech.help@rctc.edu
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Export, Speakinglmage, Phone tip, chat tool

Monday, September 12, 2011
5:00 PM

Subject | Since You Asked....

From Missy Hagen

To RCTaill

Sent Monday, September 12, 2011 5:00 P}

[y

22 SINCE You ASKED.....

REMEMBE&KTUESDAYEOPEN LAB in GL 132ome on down and let us
| help you with a question or projecthis week open lab will be at 2:00.

Q: MnSCU deletes a class after it is 2 years old. How can | save this
class for future use?

A: D2L provides an Export tool that can be used to archive D2L courses.

Here is a video showing how to use the Export tool to archive a class:
http://www.screenr.com/Ahps

Here are instructions for using the Export tool to archive a class.

To Archive a D2L class

Click Edit Course

Click Import/Export/Copy Components

Select Export Components

Click Next

Checkmark Select All Components

Click Next

Click Next

Click Done

Click the o0Click here to download t
Save File (and know/record where it is saved)

Q: Can you recommend a software to create an interactive image?

A: We can recommend 2 actually. Articulate (in GL 132) will allow you to create
these types of images nicely 0 while incorporating them in tests ~ d but we did a
little research and found a free site that allows you to make them online, and

provides you with a link or code to embed the object in your D2L site 0 ités called
Speaking Image and can be found at speakingimage.org.

Here is a quick sample we put
together: http://www.speakingimage.org/images/dog -anatomy
And a few images showing the steps:

iy Dog Anatomy
@ st [ e [0 v | (w281 [GlIA] [l @ 1 S——
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Y Allalviny

2lx]% ®

1
— |c—:} LIMK HE) MEASUF‘.K' (& EmeeD ‘

T Once completed, you can choose to share your object by
embedding it into your D2L site, or simply providing a link.

Upload your image and place markers using tools on the left
toolbar. You can add rollovers, links to other pages, shapes and text,

etc.
Hereds the embed Herefs what it | ooks
Dog Anatom
" Y e e
[ = T l{:) MEAEURE |;_§ EMEBED | £ FuuscReem o | __:_
: g WO
|W-=un s Height 510 | [ Set custom siza | e C————— e —
- = I
4 Embbed 3
L e e e e A =
ji<rirama wedth="385" height ="5 10" framebarder="0" scroling="na" margmhesght ="l margemwidth="0" ) ) -
i S pealing m mpimageapy 2l B6dT T 1185054 TTdad 565 Pw=68580=5610"> # 2 j'J da
idramie By
5 =]

ﬂl.rurl\ﬂhw Thop s By b *

[ = TR,
s Estonsapiriapten of JxSu and gt
Sl 6w

Q: While listening to my voicemail there are messages that | want to
skip to the end to & how do | do that?

A The OAvayao telephone has s
be used when listening to voicemail.

Here is a listing of several useful options that will help you
navigate through your daily voicemails:

33 ADVANCE TO THE END OF THE VOICEMAIL

3 ADVANCE 5 SECONDS

11 RETURN TO THE BEGINNING OF THE VOICEMAIL

1 BACK UP 5 SECONDS

2 PAUSE

4 DECREASE PLAYBACKSPEED OF THE VOICEMAIL
INCREASE PLAYBACKSPEED OF THE VOICEMAIL
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Q: How do | set up a chat? Are there different kinds of chats?

A: Chat rooms are a great way for your classes to have an open, online

discussion, as well for groups of students to meet online to discuss course work.

Anyone can create a chat room, instructors and learners alike. The first step is to
click on the CHAT icon on the top navig:e
button, you can add one on the nav -bar. See earlier SYA on how to do this.)

After you select CHAT, this menu appears:

Mew Chat

[, Chat List  New Chat

- Tithe:
Type: ®General Chat
Personal Chat
Mote: The chat type cannot be changed once the chat is saved
Description:

To create an open chat r oom, make sure t
If you (or your students) want to specify which classmates can participate in the
chat, select oO0OPersonal Chatoé and then in

them access to the chat. This is a very helpful tool for synchronous
communication in asynchronous classes, particularly when classmates from
different areas are collaborating on a class project.

Since You Asked Page 65



Flipsnack, New Document Cameras, custom widgets

Monday, September 19, 2011
1:49 PM

Subject | Since You Asked....
. From . Missy Hagen
'To | RcTall
. Sent . Monday, September 19, 2011 10:00 AI‘

2
?

m SINCE YoU ASKED.....

REMEMBERKTUESDAYEOPEN LAB in GL 132ome on down and let us
| help you with a question or projecThis week open lab will be at 2:00.

Q: Do you know of any new software | could use to feature/share

my studentds projects?

A: We ran across OFI i ptallons gok b take #BRS and &uen k .
them into an interactive book. Another simple, web 2.0 tool!

Hereds a video s h o mp/mh3p4lhwwwd.hp.com/pasts/1080S57
VIDEO Interactive flip books?mcid=Twitter
To start d go to www.flipsnack.com

Q: | see we have new document cameras in some of the classrooms
(the Samsung ones.) Do these allow you to create a video/audio of
what you are presenting?

A: Good question!  The answer is yes, and here is how you do it:
http://www.roch.edu/dept/et/articulate/samsungdocument/engage.html

Q: Is there a way to add information about myself to the class | am
teaching that will always stay on the D2L Course Home Page?

A: 1 would recommend adding a custom widget to your class. This custom
widget can contain any information about you that you want to share with your
students.
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Here is a video showing how to create a custom widget:
http://www.screenr.com/h7As

Here are instructions to create a custom widget:

First, we need to create the widget:
Click Edit Course

Click Widgets

Click New

Widget

Name
Customize (if desired)
Release Conditions (if desired)
Content 9 html editor
Click Save

Next, we need to add it to our D2L Course Homepage:
Click Edit Course
Click Homepages
If you are using the Default Course Homepage
Click Copy Course Default
Click Set to make the Copy of the Course Default the Active
Homepage
Click the Homepage to edit
Select the Content/Layout tab
Click Add Widget
Find and select widget to Add to Homepage
Click Course Home to see new widget
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D2L links, scan from copier, DROPVOX, Sage Thuml|

Monday, September 26, 2011
11:29 AM

Subject ' Since You Asked....
, From ' Missy Hagen
[ To 'RCTal
, Sent ' Monday, September 26, 2011 11:29 AP

m SINCE YoU ASKED....

e

REMEMBERTUESDAY&OPEN LAB in GL 132ome on down and let us
help you with a question or projecThis week open lab will be at 2:00.

Q: Some of the YouTube videos in my D2L class are not working
anymore. What is going on and is there a way to fix them?

A: YouTube has made changes to its video delivery, thus the Quicklink feature in
D2L for these types of videos does not work consistently in any browser. So, to
use YouTube videsos in your D2L site, it is recommended that you use the Insert
Stuff feature to enter an Embed Code.

Here is a video showing the recommended method to insert a YouTube video:

http://www.screenr.com/VkKs

Here are the instructions:
First, get the embed code from the YouTube video:
1. Go to the YouTube page
2. Find the desired video
3. Click Share
4. Copy the Embed Code
Second, use the Embed Code with the Insert Stuff feature in D2L:
1. Go to the desired D2L Course

2. Click Content
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© N

10.

11.

12.

13.

14.

15.

Click New Topic
Click Create New File
Select Parent Module

Enter the Title of the New Topic
In HTML Editor, click the Insert Stuff button
Click Enter Embed Code

Paste the Embed Code into the input area
Click Next

Click Options button if available

/| KSO1 al!ftglea ! ¢¢
Click the Allow button

Click Insert

Click Save

Q: Wh at 0 €£ASIHS®ay to put my lectures online for students to

access?
Still popular 6 the digital voice recorders (available for checkout from the TSC)

allow you to record your lectures.

These devices attach to your computer and

allow you to save the sound files and upload them up to your site of choice.

We found an even easier way.

that run apps & check out DROPVOX.
record and, using DROPBOX (free) , immediately share with your students.

@ 2 ®
i B . o0 . N
A P, =
ER“ER®
You Dropbox Repeat
speak stores {B000 aasy.|

Native only to those of you who have devices
Dropvox is a $1.99 app that allows you to

Q: Is there a place on campus where faculty/staff can have high
speed scanning done?

A:Yes. The

TSC has a

pages at a rate of one second per page.
they can be stored on your jump drive.

copy/ scanning

mac hi
The scans created are PDF files and
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b: Sometimes | need to save images from the internet in a different

format. Any ideas?

A: Try Sage Thumbs. A free, windows -based add -on that adds a collection of

right -click options to your browser.
alter resolutions 9 all with a right click.

to: Code.google.com/p/sagethumbs

¢

e

Dp;n with...
SageThumbs 64-bit
Restore previous versions
Send to

Cut

Copy

Create shortcut

Delete
Renarne

Open file location

Properties

(4

iff 1024x768 24 bit
Copy to clipboard

Set stretched wallpaper
Set tiled wallpaper
Set centered wallpaper

Send image by mail..,
Send thumbnail by mail...

Convert to JPG
Convert to GIF
Convert to BMP
Comvert to PNG

S2geThumbs Options...

You can convert images, email them and
For more info, go

SageThumis Dplicn: b=
FaprThuris Tl Dotanson 200,11 s | Engih + Engish
Coperaght 5 20042008 Mol Parpegos k

o Ereable conadt meras i Eiorer Sgported A bypes
¥ Crable Swmbradh in Caplorer i rY
St Dmuabect ol
Lise sl oo i Exglorer
Shicms Ty vy on themsbnak H plye]
¥ & it sty ahie
. Ereable Whrickomss thonbral cach 7| e Wps prage P
Fredor ae fle erbedced el e b D P
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Word talks, Quiz timelimit, Freshbrain, Contribute

Monday, October 10, 2011
2:13 PM

Subject | Since you asked....

From Missy Hagen

To RCT@Ill

-

Sent Monday, October 03, 2011 12:31 F

0.7

2 SINGE YoU ASKED.....

"‘Q'-:“t,

~ | This weeK UESDAYGOPEN LAB in GL 13Bas been reservec
by a department for special traininPlease let us know if you
department has a training need.

Q. Is there a way students can have Microsoft Word read a

document out loud?
Windows comes with a basic screen reader called Narrator, which reads text on the
screen aloud and describes some events (such as an error message appearing) that
happen while you're using the computer.
1. Toopen Narrator clickthe  Start button , and then, in the search box, type  Narrator .
In the list of results, click Narrator .

2. Use the keyboard shortcuts in the following table to specify which text you want
Narrator to read:

Use this keyboard To do this
shortcut

Ctrl+Shift+Enter Get information about the current item

Ctri+Shift+Spacebar | Read the entire selected window

Ctrl+Alt+Spacebar Read the items that are selected in the current window
Insert+Ctrl+G Read a description of the items that appear next to the
currently selected element
Ctrl Stop Narrator from reading text
For more commands and further information, see http://windows.microsoft.com/en

us/windows7/Heattext-read-aloudwith-Narrator

Q. What happens when a student submits a quiz beyond the time
limit?

A. The effect of late quiz submittals depends upon the settings in the Timing
section on the Restrictions tab in the quiz.
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Timing
Time Lirmit: | 25 minutes ¥ enforced [ show clock

Grace Period: IE minutes before flagged as late

Late Submissions & allaw normal subrission @

{7 Use Late Limit of |1 "’I minutes @

7 Auto-Submit atternpt @

If the Enforced check box is not checked, there is no time limit in effect.

If the Enforced check box is checked, the effect of submitting a quiz late depends
upon the "Late Submissions" options selected:

Allow normal submission

The quiz can be submitted late and the quiz is scored without any penalty.

Use late limit of _ minutes
The quiz can be submitted late. If the quiz is submitted after ("Grace Period" + "Late
Limit") minutes beyond the "Time Limit", the quiz will be graded with a total score of zero

If the quiz is submitted before that time, the student will receive full credit.
For example, if the time limit is 60 minutes, the grace period is 5 minutes, and the
late limit is 1 minute, the student may submit the quiz within 66 minutes of
beginning the quiz without penalty. Each question will individually be scored as if
the quiz were submitted on time.

Auto - Submit Attempt

After "Grace Period" minutes beyond the time limit, the student cannot save new

answers or change existing answers and can only submit the quiz as is.
For example, suppose the time limit is 60 minutes and the grace period is 5
minutes. The student answers and saves the first 17 out of 20 questions within 65
minutes of the beginning of the quiz and the remaining 3 questions later. The quiz is
scored as if only the first 17 questions have been answered.

The quiz will NOT automatically be submitted at the end of the time period and will
register as an "Attempt in Progress": The actual submittal must be done by the
student.

Q. I want to have my students use technology in my class d but am
not confident in my own skillsto  teach them technology. Do you

have any resources | can send my students to?
For specific software instruction, we recommend a tutorial service called
http://www.lynda.com

lynda.com

This is a fee based service, but you can visit the site and get to see several free
lessons to get an idea of the quality of work they provide. They do a great job
of breaking down each subject into short, teachable segments.

Hereds another web resource that is bil
for teens.

Since You Asked Page 72


http://www.lynda.com

FRESH &2 BRAIN

www.freshbrain.org

Fresh Brain is a website designed to
knowledge of technology and its applications through creation of projects that
are current and relevant to the learners.

Fresh Brain takes a youthful approach to get students involved and learning by
teaching learners basic computer language to create their very own Facebook
application, their own graphic arts for their own video game, or learn how to
make and edit video for Youtube.

b Build
: P _;’YOUR OWN G

You may examine or try out games and apps that others have created, watch
creative videos, animations, and learner submitted artwork. Freshbrain also
includes contests for content with some pretty nice prizes!

Q: I need to use CONTRIBUTE to create and maintain a simple web
page o how do | get started?

A: Your first step is to contact the Technical Support Center (X5555 or
tech.help@roch.edu ) and have the CONTRIBUTE software installed on your
computer. You will also need to request that you are given access to a blank
(or existing) web page.

Once the software has been installed on your computer you will open the
program using this desktop icon -

When you double click on the icon the program will begin to open o}
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Once the program opens you can select the web page you have been given
access to din this example the web page is titled OEd Techd. Sel ect t he
Techootitle

Sel ect O COGBNNE

ok
BoCommect]| 2t B rrcs @ v Glnes

Addresss PO e sech. ey dep et furk i

@ ok Cornect 1o begn edng pages on ths website.

Ne xt sel ect e EDI

Bookmarks FReview  [nsert  Formet  Table Help | Nag
Junk,

| T cotpage | (tew.. || gumack

feddrgs:  ttpe e rochoedueptieiunichbs

A blank page will open for you to begin creating your web page o}
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The edit options are a very scaled down selections of edit options that you
would find if you were using MS WORD -

|0 Publah | o, Sond| O Seveforlater | 3¢ scardtooh] | ek () tmage | (el oo g oo | Qragerrete N (& @
Momd ~RF EBEAP | ZEuulo

Letds begin by adding a dbgdelaingth®e OIABLE idon ¢
in the toolbar the OINSERT TABIéEnenu appears 0

d] O3 save for Later | XMM” | Rt i,r ‘ EZ) Table: g Tt i gfff Tt
ESAP T O

Tatie 520
Number of tows: 3

Nuberolcomns 3
Optien

Table widh' @ Delout vadth
) Spachc widh 200

After selecting 0O0OKe ol
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Now several images will be added to selected cells d place your cursor in the
cell an image is to be inserted into and select the OIMAGEOGicon in the tool bar o

ink: @vlmage l E

Locate the i mage you woul d | idkheimages will thene r
be inserted into the selected cells in your table o}
e

Text can be added to a cell in your table by placing the cursor in the cell and
begin typing d there are only a few options that can be selected for text o}
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Here is a cell with text added to it 0

A table can be inserted into cell -

The color of a cell can be changed by placing the cursor into a cell, right click,
and sel ect o0TABLE dislmenu®iR@enEmidu Easd dlick on
OBACKGROUND COLOR6 and select a color for the cell -
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